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Under the direct supervision and guidance of the Executive Director (ED), Admin Manager (AM) and Admin Finance Officer (AFO) of Pro Public, the Volunteer/Trainee is required to: 


1. Support to the ED, AM and AFO in day to day operation of the day-to-day operation of the organization;
2. Draft the minutes of the different meetings to be held within the organization; 
3. Draft reports of different events to be organized on behalf of the organization;
4. Support to the ED and AM in updating the website and Facebook of Pro Public; 
5. Support the Thematic Team Leaders in regular meetings and events to be organized/facilitated from time to time, particularly in coordination, reporting, and documentation; 
6. Support AM to contact Judicial Committee for organizing trainings;
7. Attend meetings and programs as and when required; 
8. Support the ED and team in developing of the project proposal, organizing the events; documentation, and coordination as required; 
9. Provide support to the team in coordination with Local government to strengthen access to justice. 
10. Undertake other relevant activities as suggested by ED, AM and AFO. 
